How to File a Fuel Tax Refund Claim

Welcome to the Washington State Department of Licensing Prorate and Fuel Tax Services Taxpayer
Access Point (TAP). The account information contained in this document is completely fictitious and is
intended for instructional purposes only.

Please disable the pop-up blocker settings on your computer to allow pop-ups from the TAP website.

These instructions are for established TAP customers who would like to file a fuel tax
refund claim.

The example for these instructions is for a motor fuel account filing a claim for fuel used
in a boat. When filing a refund claim for another type of exemption or type of fuel, the
required information needed may be different.

These instructions use the average sales tax cost calculation. Your refund amount could
be increased or decreased by using actual sales tax rates. An example of a_calculated
refund claim is available by clicking link.

Depending on which browser has been set as the default, screen images may appear slightly different than
those included in these instructions.

Documents or information that may be needed

Fuel invoices for the claim period

Equipment list

Boat registration number

Fuel and mileage records

Export Fuel Affidavit

Withdrawal records for refrigeration units

Tribal membership card

Banking information if you are requesting electronic refund
Other documents may be requested by Department of Licensing
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Instructions to File
Log into Taxpayer Access Point (TAP).

Note: For more information on how to log into your TAP account, see How to log into TAP.

T axpayer Prorate and Fuel Tax Services
ayCcess

doint Q

Menu Log Off TEST TESTING Names And Addresses | Want To...
Customer 0046013

View Profile
Home My Balance 50.00 Make a Payment
Register a New Account

Back - . " "
0N History Messages'  Letters
3

Navigati My Accounts Hide History I Filter
avigation CAccount 1d) Account Type Name Frequency Address Balance Status

0046013-RAD1 Unlicensed Refund . TEST TESTING Rfn Monthly 123 STATE AVE NE OLYMPIA 0.00 Active
» My Accounts 0046013-RS01 Unlicensed Refund : TEST TESTING Rfn Monthly 123 STATE AVE NE OLYMPIA 0.00 Active

0046013-RM01 Unlicensed Refund I TEST TESTING Rin Monthly 123 STATE AVE NE OLYMPIA 0.00 Active
TAP Help 3 Rows V\

TAP How-To Videos

TAP Frequently Asked
Questions

Note: For this example a Motor Fuel account has been chosen.

From the Accounts tab, click the Account ID hyperlink.

TAP - File a Refund Claim Page 2 of 13


http://www.dol.wa.gov/vehicleregistration/docs/TAP-how-to-log-into-tap.pdf

T axpayer Prorate and Fuel Tax Services
yANCcess
doint d!-

Menu Unlicensed Refund Motor Fuel Names And Addresses (I want To.)
Customer 0046013 Mailing Address  Add View Accounts
Home Refund Claimant Monthly — 0046013-RM01 View Profile
Register a Mew Account
My Balance $0.00
P‘,' i 000 File a Refund Claim <«
Back ending - View my Refund Report
Payment Source Setup
View Support ID
Periods ory Activity Messages? Letters®
Navigation All Periods
Periods from 02-Jul-2016 Change Date | Filter
My Accounts "
Period Return Status Tax Penalty Interest Credits Balance Messages
) 31-May-2018 0.00 0.00 0.00 0.00 0.00
:| Li“"CFe“SIed Refund 30-Apr-2013 0.00 0.00 0.00 0.00 0.00
otor Fue 31 Mar-2018 0.00 0.00 0.00 0.00 0.00
28-Feb-2018 0.00 0.00 0.00 0.00 0.00
TAP Help
31-Jan-2018 0.00 0.00 0.00 0.00 0.00
) 31-Dec-2017 0.00 0.00 0.00 0.00 0.00
TAP How-To Videos 30-Nov-2017 0.00 0.00 0.00 0.00 0.00
31-0ck-2017 0.00 0.00 0.00 0.00 0.00
TAP Frequently Asked 30-Sep-2017 0.00 0.00 0.00 0.00 0.00
Questions
31-Aug-2017 0.00 0.00 0.00 0.00 0.00
31-Jul-2017 0.00 0.00 0.00 0.00 0.00
11 Rows

Under | Want To.....click File a Refund Claim.
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oint d!.

Information

Back qﬂe Your MF Refund CIa'D

Use this form to file a refund of fuel tax paid for motor fuel used in a tax-exempt manner.

Home

View Support ID

When you file you must

File for a whele month at a time. The postmark date will determine eligibility of the claim.

File a separate claim for each period the fuel tax rate changes or with a different state average fuel cost. This rate is usually changed in
January and July each year. For current and previous raies go to: www dol.wa gov

Claim at least 41 refundable gallons. Your total gallons must be rounded to the nearest whole number. Include a copy of your calculations.
You may use the Gas template or the Dizsel template to complete the Invoice table, and then Import the table in TAP when filing your claim.
‘When filing & Washington Power Take-off (FTQ) or an IFTA Power take-off (PTO), you may choose fo complete the appropriate template and
uge the Import Tab. You can find the Excel templates here: hitp:/wwnw.dolwa.govivehicleregistration/firefunds.ntmi

Navigation

My Accounts

Unlicensed Refund Motor

Fuel
» File Your MF Refund  CWhen to Submit This Reauép @hat You'll Né@
Claim

‘You have 13 months from the date of purchase to file a claim for a tax-paid invoices or receipts for all gallons claimed in date order
refund of the fuel tax. with the oldest on top.

A list of the vehicles or equipment in which the fuel was used
Other documentation specific to the use of fuel, where
applicable. (Example: Export affidavit, Power Take-off schedule,
TAP How-To Videos etc)

TAP Help

TAP Frequently Asked
Questions

Note: Read the information provided on this screen to aid in filing for your refund.

Click Next.
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:yccess
oint "

Menu Log OF [ import |
1. Infermation 2. Period Selection

Homs Period Selectio

Back

File a separate claim for each period the fuel tax rate changes or with a different state average fuel cost. This rate is usually changed in January and
July each year. For current and previous rates go to: www.dol.wa.gov

View Support ID
Enter the first menth of the period you are claiming |Regquired n <

- - e
Na‘"ga“o" Enter the last month for the period you are claiming Required n w

My Accounts Rate Type Selection

Unlicensed Refund Motor Unless exempted by law, we deduct use (sales) tax from your refund. We will calculate this deduction using an average fuel cost per gallon and

average sales tax rate.
Fuel

You may choose to have your use tax deduction calculated using the actual cost of fuel and the use tax rate forthé  Once you select Yes or
the fuel. You can find more information on how to calculate this deduction from your refund by clicking here

» File Your MF Refund htp:/iwww. dol.wa.govivehicleregistration/firefunds. html. Since your refund amount is sometimes increased andsoj  NO, you cannot change
Claim averages, you may wish to calculate your refunds using both methods before making a determination / your selection for this
Do you want the state to calculate your refund using average rates?

claim.

TAP Help

TAP How-To Videos

TAP Frequently Asked
Questions

Using the drop down menu:

e Select the first month of the period you are claiming.

e Select the last month for the period you are claiming.
After reviewing the rate type section, click Yes or No depending on your choice.

Note: For this example we selected Yes, to allow the state to calculate using average sales tax rates. If
you select the actual sales tax calculation, you cannot change back to the average cost computation.

Click Next.
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il axpayer Prorate and Fuel Tax Services

dl

1. Information 2. Penied Selection 3. Refund Claim
Hems Refund Clai
Back Section A - Fill in the gallons purchased, gains. and inventory balance for the period. This is the total fusd used for the period.

. [Enter the numbser of gallens for 2sch exemption that spplies. For lines marked with an asterisk, s support schedule must be filled in or
Section B - Ze st is required.
Viewi Support ID Section C - Enter the number of non-refundable gallons used for the period. This includes the nan-refundable gallons used in lisensed PTO wehicles.
Section D - This is the total of the refundable and non-refundable fusl used for the peried. It should match the total fued listed on line 5.

Navigation

A. Washington tax-paid gallons

My Accounts

1. Beginning physical inventory I:I
Unlicensed Refund Mator 2. Gallons purchased 171
Fuel 3. Gains (non-refundable) I:l
» File Your MF Refund nding ghysical inventory

Claim 5. Total gallons used (Add Enes 1 through 3, Subtract ne 4) 171

B. Refundable use of tax-paid gallons
TAP Help .
TAP How-To Videos 7. Export* |:|

ThR Ffaquently Askad 8. Manufacturing, cleaning, dyeing I:l
Questions

Moter fuel used in aircrafi:

11. Other — explsin | 0

12. Sales/rental of boats/wateroraft 0

13. Rental equipmant I:I
14. Special ranspertation nesds I:I
Unlicenzad wehizles and off-road squiprment:
15. Construciion |:|
16. Farming I:I

17. Logging 0

18. Tribal Fiching 0

18. Urban transportation I:I
20, Washington power tske-off* I:I

0. Other—eiglain | | | 0|
22 Total refundable gallons {Add lines 3 through 21} 171

C. Non-refundable use of tax-paid gallons

e E—

24. Unaccountable gainfkess 1]
28 Other - xzlain | | 9|
26.Total non-refundable gallons (Add lines 23 through 23) L1}
D. Refundable and non-refundzble gallens (Add lines 22 & 26, = line 3) 171 /

T e .

dolwa. gov | Contact Us | About Us | Survey | More About TAP | Copyright & 2015

Note: TAP will calculate automatically as you enter information.

Enter required information and Click Next.
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il axpayer Prorate and Fuel Tax Services

1. Information 2. Period Selzction 3.Refund Claim  JEITTE= g

Home

Back Uzs= the table ta the right to repant your Motor Fuel Invoices. METEE
Invoice Mumber Invoize Date Inwoice Gallons
*You must also attach a photo copy of your invoices. Use the "Add” Bnk on -
Miew Support 1D the navigation panal to the lsft or the Bnk below to add an sttachment. | 12345 05-Apr-2017 100.000

x| 12345 08-Apr-2017 71.000

e
2 Rows

Add Attachment G
My Accounts Total: i

Unlicensed Refund Motor Attachments |k |
Fuel Tyoe Fiznams Size Description

= File Your MF Refund
Claim

Inwaices must:
TAP Help be included for 3l gallons Fsted 35 purchasss for the pariod
be filed in date order with the oldest on top:

ionly be used one time; and,
include the: name and address of the s=ller; complete date of sale (month, day, year); typs of fugl purchased, number of gallons purchased;
price per gallon; and totsl amount of sale.

TAP Howi-To Videaos
TAP Frequently Asked Note: If this_is wour first elaim for refund of fuel tsx. snd vou hawe a bulk inventon: tank, plegse indicate these gallens on line one of the claim. Be sure
uastions to inclede: k on the first day of the claim period. You may
e ELEEUEY] Select a file fo attach x ne 2 of the claim form.
Type [ 7]

Description - 5

Equipment List
||_Cheose File | No file) Exported Fusl Afidavit
|— Inwoice/Recsipt /

[ save J  Cancal

Required

You are required to report your Motor Fuel invoices. Click in the Invoice Number field and enter
Invoice Number, Date and Gallons.

To add an attachment, click on the Add Attachment hyperlink:
o Select the file Type to be attached from the drop down list.
o Enter a Description of the document, for example “April receipts”.

e Click Choose File, locate your document on your computer to upload and open.

Click Save.
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A axpayer

Prorate and Fuel Tax Services

ct

1. Information 2. Period Selection 3. Refund Claim

Hems Invoices
Back Use the table to the night to repodt your Motor Fuel Invoices. Invoices
Inwoice Number Inwoice Date Inwpice Gallons
o R “You must also attach & photo copy of your invoices. Use the "Add” ink on Y
View Support ID the nawigation pansl to the lsft or the bnk below 1o add an attachment I | IR 05-Apr-2017 100.000
x 12345 06-Apr-2017 71.000
Navigation
Add Attachment O
My ounts
Y un Total: 17
Unlicensed Refund Motor Attachments | Add |

Fusl Tyoe

Filsnams Size Description
Inwoice/Receipt April recepts. pd 243 April recepts Remove

= File Your MF Refund
Claim

TAP HE'P Invoices must:

= bsincluded for 3l gallons Ested a5 purchasss for the peniod
TA&P Howr-To Videos = b= filed in date order with the oldest on top:

= only be used one time; and,

= includs the: name and address of the seller; complste date of sale (month, day, year); type of fusl purchased, number of gallons purchassd;
TAP Frequently Asked price per gallon; and total amount of sale.
Quastions Mate: [f this is your first claim for refund of fugl tax, and you hawve 3 bulk inventary tank, plesss indicats thes=s galions on line one of the claim. B sure

1o includs the image of the tsx paid invoices which totsl at lesst the numiber of gallons you have in the tank on the first day of the claim peded. You may
sttach the invoices for the inventory when you sttsch the imape of the invoices to cower the purchasss on ine 2 of the claim form.

¥

swe s s | e o | — e T

dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright € 2015

Note: You can see the attachment was added, you can have multiple attachments.

After adding all attachments, click Next.
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i axpayer Prorate and Fuel Tax Services

di

1. Information 2. Peniod Selection 3. Refund Claim 4 Inwoices 5. Refund Calculations
Hems Refund Calculations
Back Sales Taxable Sales Tax Exempt Actual Sales Tax
View Support 1D Refundable Gallenz . 171 0.00 0.00
Awp Gallon Cast 258 Total Cost 441,18
Navigation State and Fadersl fueltsxes  0G78  Totsl Fusl Tax 115.84
et Cost
My Accounts = S
WA Fuel Tax Rate 0.484 Gross Refind 2447 0.00 0.00
Unlicensed Refund Motor Totzl Gross Refund 24 47
Fuel
T ) (e
= File Your MF Refund
Claim
Impart
TAP Help
TAP How-To Videas
TAP Frequently Asked
Questions
e | e s o ¢ e US | Survey | More About TAP | Copyright € 2015

Your refund calculations are displayed, if corrections are needed use the back button to make necessary
changes, if accurate click Next.
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il axpayer Prorate and Fuel Tax Services
==

1. Information 2. Period Selection 3. Refund Claim 4 Invoices 5. Refund Calculations

Fome Deductions

Back Sales Taxable Actual Sales Tax

View Support ID SalesTaxRat=  QDE20 Sales Tax 26.87 0.00

Coastal Protection 1.71

Havlgatlon Auigtion Gas Tax 000

My Accounts Total Deductions 5538 /
My A

Ut retord oo [ R I = =]

Fuel

Impart
» File Your MF Refund
Claim

TAP Help

TAP How-To Videas

TAP Frequently Asked
Questions
min e s ey s US | Surwey | More About TAP | Copyright © 2015

Your deductions are displayed, if corrections are needed use the back button to make necessary changes,
if accurate click Next.

TAP - File a Refund Claim Page 10 of 13



il axpayer Prorate and Fuel Tax Services

Jl

n 2. Pericd Selection 3. Refund Claim 4. Invoices 5. Refund Calculations §. Deductions 7. Review & Submit
Homs Review & Submit
Back You hawe entered all the required information for your refund claim. If the information below is correct cick submit to complets your claim.
Migw Support ID Date Received 03-Jul-2012 Tetal Gross Refund 2447

Beginning Month  April, 2017 Total Deductions 2538

Navigation
Ending Montn May, 2017 Net Refund 56.09

My Accounts - M
X — Comments
Fregarer's nams ||F.'5:‘\._.,-,-\e|:|
. - . Reguired
Unlicensed Refund Motor Preparer's [Requied Requred)
Requir
Telephone Mumber

Fuel

» File Your MF Refund
Claim /
s | o raen | .

TAP Howi-To Videas m

TAP Frequently Asked

Questions

i e | e o g 2 rrnse LS | Survey | More About TAP | Copyright € 2015

Note: The comment box provides you the opportunity to add additional information about your claim.
Your net refund amount is displayed on this screen.

Enter Preparer’s name, Telephone Number, and click Next.
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Ajlaxpayer Prorate and Fuel Tax Services

.
«<tion 3. Refund Claim 4. Inwoizes 5. Refund Calculations 6. Deductions 7. Review & Submit &. Refund Options
Homs Refund Options
Back Howe wiould you like to recsive your refund? Electronscally
View Support ID Fill qut the information below to receive your refund vis ACH.
Havigation Bank Account Information
Bank Account Typs Routing Mumber Account Murnber Account Mumber Confirm
My Accounts |crecking B [oz10000m | |ootzoo001 | [po1200001 |

JPMORGAN CHASE
Unlicensed Refund Maotor
Fue
Sawe this bank information a3 my default refund destinaticn for this account [ ] ti,t/

= File Your MF Refund

e e .
TAP Help |

TAP How-To Videas

TAP Frequently Asked
Questions

e anin e s oy 2 e LIS | Survey | Maore About TAP | Copyright © 2015

On the Refund Options screen, if you click Electronically you will be required to enter your banking
information as displayed in the example above.

Note: You can select to save this bank information as your default or choose to re-enter the information
each time you submit a claim.

If you click Paper Check, no information is required and a check will be mailed to the address on file.
After selecting your refund options, click Submit.
Are you sure you want to submit this request?

o =)
V\

A pop up screen will appear, asking you to confirm your request by clicking OK.

You must click Submit for your claim to be processed.
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il axpayer Prorate and Fuel Tax Services

our rezusst has been submittsd,

Your confirmation numiber is 1-678-114-818.

Home

If you submit @ Return after 5:30pm PST, it may not post to your account until the following day.

Back If you make s Payment after 5:30pm PST, it may not pest to your account untd the following day.

A copy of this confirmation message has been sent to your email address. To ensure your emails from Washington State Department of Licensing are
recenved, please set your email filter to allow messages from dolwa.god

View Support ID
Navigation

Tell us how we're doing
My Accounts

Unlicensed Refund Mator
Fue

File Your MF Refund Claim

*» Request

TAP Help

TAP How-To Videos

TAP Frequently Asked
Cuestions U= | Survey | More About TAP | Copyright € 2015

Note: Electronically filed refunds can take up to 30 days to process.
This concludes our instructions. Thank you
If you need further assistance, please contact our office:

¢ Unlicensed Refund Accounts, please call 360-664-1838 or email
UnlicensedRefunds@dol.wa.gov.
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